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• Ancillary order entry (A/P Module)
– Lab, Rad and Med orders are placed via the Order tab(s) in the A/P Module

– Patient specific order management, review and result may be performed via the A/P Module

– All patient orders should be associated with an encounter diagnosis

• Order Management (Order Management Module)
– Lab/Rad staff receive, filter, track and enter results for orders via the Order Management Module

– Pharmacy staff receive, filter, track and dispense medications via the Order Management Module

• Lab/Rad results documented in patient encounter note (Lab/Rad Results Module)
– Results MUST be documented into an open patient encounter in order to be accessible in the patient’s permanent 

electronic record

– Results can be easily copied to the patient’s current encounter note from the Lab/Rad Results Module

– Results that are received after the associated encounter has been closed may be entered into a new encounter for 
documentation purposes

• Ancillary Orders Administration (Order Admin Module)
– This functionality allows the Lab/Rad/Pharmacy staff to add, edit or remove the orders available in AHLTA-Theater 

based on facility capability

Lab/Rad/RX Functions AHLTA-Theater



• Providers must enter orders for lab, radiology and medications via the A/P module in AHLTA-Theater

• Providers have the ability to view the status, update, result, dispense or discontinue a patient’s order via 
the A/P module in AHLTA-T 

• Laboratory tests, radiology studies and medications available to the providers for ordering is managed via 
the Order Admin module

Enter Orders-- AHLTA-Theater



• Click the Order Lab tab in the A/P module

• Enter the search criteria in the ‘New Lab Order’ field

– If unsure of how a lab test is spelled or what 
lab may be available, type the partial name  
to prompt a pick list

– Select a Lab Section as necessary or leave 
defaulted 

• Click Search

• Click the lab test name from the list to 
select the lab to be ordered

* Note: Patient Allergies are viewable in the 
A/P module

Enter Laboratory Order AHLTA-Theater



• Select the appropriate ‘Processing Priority’ radio button

• Enter Comments in the free text
field as necessary (Optional field)

* Note that the Lab staff may 
provide instructions or information 
to providers in the ‘Notes to Provider’
field. Use Order Admin to populate

this field.

• Click More/Less Detail… to view or 
hide additional fields

• Complete the additional fields as 
necessary

• Verify information is correct, then 
click Submit

Enter Laboratory Order AHLTA-Theater (cont…)



• Click the Order Rad tab in the A/P module

• Enter the search criteria in the ‘New Rad Order’ field

– If unsure of how a rad procedure is spelled or 
what procedures may be available, type the
partial name to prompt a pick list

– Select a Rad Section as necessary or leave 
defaulted 

• Click Search

• Click the rad procedure name from the list to 
select the procedure to be ordered

* Note: Patient Allergies are viewable in the 
A/P module

Enter Radiology Order AHLTA-Theater



• Enter the Clinical Impression for the selected 
procedure (character limit for this field is 
80 characters

* Note that the Rad staff may 
provide instructions or information 
to providers in the ‘Notes to Provider’
field. Use Order Admin to populate

this field.
• Clinicians may select ‘Immediate Reading’
• Select the appropriate ‘Processing Priority’ 

radio button
• Click More/Less Detail… to view or 

hide additional fields
• Complete the additional fields as 

necessary
• Enter Comments in the free text

field as necessary (Optional field)
• Verify information is correct, then 

click Submit

Enter Radiology Order AHLTA-Theater (cont…)



• Click the Order Med tab in the A/P module

• Enter the search criteria in the ‘New Med Order’ field

– If unsure of how a med is spelled or what 
meds may be available, type the partial 
name to prompt a pick list

• Click Search

* Note: Patient Allergies are viewable in the 
A/P Module
* Note: If an allergy exists or a duplicate order
exists, AHLTA-T will prompt the user with a Drug
Warning window.

• Click the medication name from the list to 
select the med to be ordered

Enter Medication Order AHLTA-Theater



• Complete the SIG information for the 
selected medication

• Ensure the correct Dose Route: and
Dose Type: are selected

• Click ‘Drug Info’ to view information 
relating to the selected drug

• Update the Qty: and Refills: fields by 
either updating the SIG line or
updating the fields

• Select the appropriate Start and Stop 
Date: for the medication

• Click More/Less Detail… to view or 
hide additional fields

* Note that the Pharmacy staff may 
provide instructions or information 
to providers in the ‘Notes to Provider’
field. Use Order Admin to populate

this field.

Enter Medication Order AHLTA-Theater (cont…)



• When Dosage Check On: is selected, 
AHLTA-T will run a dosage check against 
the SIG line and selected dose route and 
dose type

• An icon will appear in the SIG line

– Green +: View applicable dosage range

– Yellow ?: Indicates an incomplete
dosage checking

– Red !: Indicates the SIG created an
overdose condition

– Grey without a symbol: no dosage info 
available

Enter Medication Order AHLTA-Theater (cont…)



• When the dose checking icon is selected 
the Applicable Dosage Ranges window 
for the selected medication will display

• If the Red ! Icon is selected, the applicable 
drug warning will open

• Click the appropriate selection to highlight

• Click OK

• If necessary, click Enter Vitals to enter the 
patient’s weight and height

Enter Medication Order AHLTA-Theater (cont…)



• Verify all information is correct

• If the patient will pick the medication up 
in the pharmacy, click Submit

• If the patient will receive the medication 
at this time, click Dispense

– Medication orders are not complete
until the medication is dispensed or 
cancelled as necessary

Enter Medication Order AHLTA-Theater (cont…)



• All submitted orders are viewable in the A/P module of an open 
encounter for the selected patient

• Patient orders, status of the order and the order number are 
listed in the ‘Lab/Rad/Med Orders’ section of the A/P module

• (1) Click the order to view actions available for that order 

• (2) The buttons associated with the available actions will become active. 
Non-active buttons are greyed out and not available as an action for the
order selected

• Click Show Detail to view order information and results

Manage Orders AHLTA-Theater–A/P Module



• If an order has been entered in error, the order can be modified or discontinued

• Click Modify to update or change the order details

• Click Discontinue to discontinue the order. The order will remain in the patient’s order list in a status of 
discontinued

Manage Orders AHLTA-Theater–A/P Module (cont…)
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• All patient orders for Laboratory, Radiology and Medication that are initiated in AHLTA-Theater must 
be Completed, Addressed, or if necessary discontinued, within 72hours of completing the patient 
care.

• The only exception to this requirement is any order that requires the facility to send the sample, 
study or patient to an outside facility. The order must be addressed within 72 hours of receiving the 
results.

• The SGH, Data Quality Office (DQO) or other assigned designee should verify each week how many 
orders are Pending/ Unaddressed past 72 hours from the start of the patient care. 

Pending / Unaddressed Orders AHLTA-Theater



• Providers must check Order Management daily to mark orders as Completed/Addressed within 72 hours 
of receiving the result.

• Patient laboratory results and radiology reports may be entered into the Results field OR into the patient’s 
note via AddNote module.

• If a patient’s result is placed into the AddNote module of the patient encounter, the results field MUST 
reflect where to view the result in the patient record. (Example: “See patient Add Note encounter dated 
10Jan2019” or “See patient TMDS record, documents uploaded to TMDS on 10Jan2019”.

• If a patient laboratory result or radiology report is returned AFTER the initial encounter has been closed by 
the provider, the ancillary staff will create a new encounter for the original ordering provider with the 
purpose of documenting the results electronically in the patient’s record. 

Pending / Unaddressed Orders AHLTA-T



• The Order Management module can be filtered via order type, order status, ordering clinic, ordering 
provider and date range to streamline usability and view past data

• To access and manage orders in the Order Management Module, users must have the appropriate 
privileges assigned to their user account 

• If Order Management is not the default module at login, click on Order Management in the Folder 
List to open the module

Pending / Unaddressed Orders AHLTA-Theater



• The Order Management module will open to the currently set Default View

• The system preset default view is ‘All Providers in [FACILITY NAME] for Today only All Status’

– This view of the Order Management module will present on the screen all orders entered today 
by all providers in the facility. 

• Click Change Selections to change the view and filter the orders 

• Select these filters then click OK

– Clinics: All My Clinics

– Providers: Me

– Dates: Today minus 90 or select a custom date range

– Order Type: All Orders

– Status Selection: Active / Pending and Completed / Unaddressed

• Note: Do not forget to select Active / Pending and Completed / Unaddressed or the search results 
will be very large and may take a long time to populate the Order Management screen. Large data 
queries should be pulled either during off-peak clinic hours or by utilizing TMIP Reporting.

Pending / Unaddressed Orders AHLTA-Theater
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Pending / Unaddressed Orders AHLTA-Theater

• Click on the column headers to sort the columns in ascending or descending order as needed

• The columns can be reordered by left clicking and holding a column header and dragging the column 
to the desired location

• Double click an order to enter or view a result or mark an order as Completed/Addressed

• Data Quality Data Points to Review: 

– In the Status Column: 

• Note ancillary orders still in Pending status past 72 hours 

• Are these orders still pending from an outside facility? 

• Is this a duplicate order that can be discontinued? 



• (1) Enter the patient results in the ‘Results:’ field if necessary. 
This is a free text field. Text can be typed or text copied to the 
clipboard can be pasted into this field. 

– Only Text can be entered into the ‘Results:’ field

– Enter a minimum of one (1) character must be entered into the 
‘Results:’ field to activate the ‘Result Status’ radio buttons

• Enter comments in the ‘Provider Comments:’ free text field (as 
necessary)

• NOTE: If the order has previously been marked as
Completed/Unaddressed, the Results: and Provider Comments: 
fields will be grayed out and locked for editing

• Result Status: Select Completed/ Addressed

• Select the appropriate ‘Result Assessment’ radio button

• Click OK

• After an order has been resulted, the result MUST be entered 
into the patient’s note 

Pending / Unaddressed Orders AHLTA-Theater


